ADDING A CONTACT TO AN EXISTING PERMIT CASE
(BUILDING & SAFETY)
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Los Angeles County « Electronic Permitting & Inspections
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To log in, enter
your username

and password
If you forgot

your password,

username, or
have not

registered, use

_ the appropriate
Forgot your password? Reset it .
Forgot your username? Email it I N kS hel’e

Don't have an account yet? Register Here
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My Work — My Permits

Home Dashboard Apply = My Work Today's Inspections Transportation Buildin Ipv  Calendar (0

You can use the search bar to narrow

My Work i i
4 down your list of permits here
MY INVOICES MY PERMITS
Search... Q
Display  All v [¥) Export to Excel
Permit Number Project Y  Address Y Permit Type Y  Status Y  Attention Reason

Hotel/Motel New Fail

UNC-BLDH Construction Building Permit  Attention, Pending Failed Reviews

- County

UNC-BLDM

Click on the link of the permit  EEaE Jrpadress
you would like to upload files to
or download files from

Fail

UNC-BLDR Failed Reviews

ttention, Pending

UNC-GRAD| ‘Attention, Pending Fail

Fail

UNC-SOLR Failed Reviews

Ground Mount Solar Attention, Pending

After logging in, click on “My Work” and then click on the “My Permits” tab to see permits your account is linked to.
Find the appropriate Permit Case number and click the number to open it
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Permit Case — Contacts

Permit Number: UNC-BLDH ||

Permit Details |Tab Elements \ Main Menu

Type: Status: Project Name:
Applied Date: Issue Date:

District: Assigned To: Expire Date:
Valuation:

Select the “Contacts” menu
to add more contacts

Aﬂachmentsl Bub-Records More Info

pescripton:

Summary Locations Fees Reviews @ Inspections

Contacts | Next Tab \ Permit Details | Main Menu

tact:
Contacts Sort  Type v

Click “Add Contact”

Company First Name Confirmation Billing

Appﬁcant - -

Resultsperpage 10 | 1-1of1 << = n > >

N/A Yes
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4Back to Record

Add Contact

Add ContactAs [ Account Holder v

Account Holder

Select the contact type from the
“Add Contact As” drop down menu

Agent

Applicant
Searcthame, E Architect

Contractor

Developer

Engineer

Land Surveyor

Other

Owner

Owner/Applicant

Owner/Builder

Payer

Soils/Geotechnical Engineer

\Tenant

N =

Page 4 of 5



4Back to Record

Add Contact

Add Contact As  Account Holder v

My Favorites SeaI‘Ch fOI’ the ema" the

contact used to create
their account

Sort Relevance v

Favorite First Name Last Name Address Company

Click to add the contact to your
“My Favorites” list if desired

Results per page

It is highly suggested that the property owner creates an EPIC-LA account and be added to the
permit case prior to the permitting process.
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